APPLICATION FOR RECORDS RETENTION SCHEDULE | 200e8 or T8 SEeneT ARy o STATE
RECORDS MANAGEMENT DIVISION

R T

INSTRUCTIONS: See Publicatibn No 76-RAM—1 for instructions on completing this form. Forward sngned orrgmal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgla 30334,
Attention: Scheduling Section. P

e oY i L i e B 2 T

The Director of Operations asslsts the Executive Director in the managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Warehouses - Garden City Terminal and Ocean Terminal, Savannah State Docks & Railroad Company
Augusta State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunhswick
State Docks & Warehouses. He also handles the function of leases, Including negotiating
{eases for all divisions of the Port Authority, and with commercial and industrial concerns
for use of space provided by the Georgia Ports Authority.

import and export deparitments, analyzes ships' schedules, coordinates the processing of all
paperwork with field divisions, insures that all paperwork 1s properly prepared and carefully
balanced and verified against documentation received, facilitates expeditious cargo handiing.

The Office Manager In which this file is created supervises the work of the warehouse, bliling)

7. Record Series Description This file contains the followi;; documents (mcluda form numbers and titles, if any):
Attach samples of the file, ,
Documents relating to: controlling the shipment of cargo recelved from other ports,
Included are: : Ships' files on individual ships and involces. When cargo is

discharged at another port and +hen shipped to +he Authority,
¥ Is said to be shipped "in bond." '

File is arranged: Alphabetically by ship name.

8. Monthty Raference Rate How often are records referred to which are:

One to six months oid _d_a_“_‘L__ Seven to twelve months old _.i;f'.___; Thirteen to twenty-four months old !
twenty-five months and older_l__m ? '

9. Annual Rate of Accumulation of Records . '
Letter-size drawars ; Legalsizedrawers .. .. . ;Shelves __..________;Other (spécify) | box per 2 years

e ' : /
FOR AGENCY USE 1. Agency Addrass ' o FOR RECORDS MANAGEMENT USE

Application Dste Georglia Ports Authority | ‘ Application Number -
11-30-78 _ Operations Division ' - ;
Aoplication Nurmber - Post Office Box 2406 o n7q 2 5
Savannah, Georgia 31402 . ' eﬁeged Date Compieted i
47 _ _ JAN 151979 MR 144979 |
2. Person to Contact Warking Title Telephona Number
Sandra Jones Operations Manager © 964-1721, 289
3. Action Requested
a. ® Estaousn Retention Schedule; jeeord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
¢.__3_Amend Application No. - Check One: O Change; O Suparcede, O Void
4, Dates of Series 5. Records Series Title (followed by title used in office, if different}
Earliest Latest
1971 | To Date In Bond Ships Files , |

6. Division and Office Function What is the function of the Division and the Offzce in which this record series is created?

AR—80—74; Rev.76 - - } {Over)
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ves | no | 10, Questionnaire (Place an “X" in tha proper column) B ~
a. 1s this the official copy of the series? A
X If not, where is it? _ | -
5 ‘b« Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
A
X | e ls this a vital record? )
X | _d. Does this series have historical or long term research value? .
e. When one or two documents in the flle make it necessary to keep the entire file f6r a long period, could thesa
a documents be scheduled separately? ‘
X | £ lIsthe :nformgMammw:ﬂnumwm copy,
g. !s the information contained in this series ever analvzed and/or recorded in a summarized report?
X I ves, attach coov.
h. Is there a duplication of this series in your office, or in another office or agency?
X | If ves, where?
X 1 i ls this series (or 3 major portion of it} reqularly micrafilmed?
X |_.i. Does the record series resuls in a comouter printout? ' _—
11. Retention Requirements The foilowing requires the series to be kept:
a. State Law 4 years, d, Audit period _ years,
b. Statute of limitation U : years. e. Administrative need years.
c. Federai law . . years, . §. Federal retention instructions . years.

1l

Attach copy or excerpt of laws or regulations. Explain administrative neeg. - !

12. Aporoved Disposition Ins_trucﬁohs This agency recommends that the file series be cut oT’f at the end of sach: o
b L i_l ] EJ CalendarYear E Fiml Year; O Other : ) . . __then,

3 Hold in the current files area _.__.__Q...montl'l(s) ——— vear(s); then
@ Transfer to local holding area, hold year(s); then fTransfer to dead storage, hold 5 years; fhen
' 0 Transfer to State Records Center; hold _____....___yeag(s) then S o

: ‘I Destroy. ] ‘ ' i '
El Transfer to State Archives for permanent retention.
‘{1 Other (Specify)

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee (Signature) Date Records Maﬁement Officer (S:gnamre} " Date

//éé/ 4 drb ) W%mw/ XQ/ f-10-77

£

' State Records Commiittes (Signature) 4 Date
Recommendations in para- rd .
graph 12 are approved. State Auditor/Designee ; - | 3-13-71

fIf disapproved, attach letrar - . s
of explanation.) - Secretarg'jételbesignee M 3-2-79

Attornev Ganeral/Desionee 5"/}’ 7/




